How to Print Timecards
for supporting FEMA Event Reimbursements (JAVA only)

When an “Event” occurs, the Office of Emergency Management and Homeland Security
(OEMHS), determines if a projected event may rise to the level of Federal or State
reimbursement. This is determined in advance, with guidance provided to departments
in the form of a memo. Memos and crosswalks are posted on the MCtime
Informational Website. This guidance will help you identify timecards that used the
event specific Project Code and provide tips on how to print out the supporting
timecards in your department that may be required as paper back up.

Whenever an event Project-Task is assigned to an event, the MCtime Team creates a
Project Code HyperFind to help select timecards that have recorded time or emergency
pay using that transfer code. This HyperFind is available to any user who can view, edit
or approve another employee’s timecard. HyperFinds will follow a naming convention
“__PT 200XXXX - Date of Event” and will populate under your “__All Home”
HyperFind. For the current event, the Hyperfind _PT 2001927 - Jan 22-26 2016 was
created. Future events will have their own specific Project name.

This Project Code Hyperfind can be used in conjunction with the EVENTS — EMG PAY
& HRS WORKED Genie (found at the bottom of your Genie Dropdown list) to assist
departments in identifying employees who entered the project code on their timecard
within a specified time period. These tools are useful for:

* Ensuring that employees who should be entering the project code AND
expenditure org on their timecard, for the CURRENT pay period has done so.

e Collecting timekeeping data related to the storm for potential FEMA
reimbursement, coordinated with OEMHS.

Additional EVENT specific documentation can be found
at: www.montgomerycountymd.gov/mctime under the Resources Tab /
Events

Reporting — Details for Reporting will be extracted from Oracle Payroll data using the
BI Tool. Departments will coordinate this activity directly with OEMHS.

Timecards - In some cases you may need to print an employee timecard. The Java
platform is the best platform for this task.
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How to Select Timecards
for supporting FEMA Event Reimbursements

Actual Genie and HyperFind (example) displayed below.

MY GCNICSE - TIMCKICPING - SCIICDULING -

Timecard | Schedule | People | Reports
EVENTS - EMG PAY & HRS

. PT 2001527 - Jan 22-26 2016 - dit
WORKED Show — ﬁ
ime Period | -
Last Refreshed: Z15PM Time Feriod ETTr— gm || Refresh
T | __PT 2004927 Jan 22 262016 ¥,
Actions ¥ Amount ¥ Accruals ¥ Schedule > Person ™ _Admin Leave - Other Used
_Admin Leave with OT
L2 14 |PERSON ID EMPLOYEE L ELES N _Admin Lv-Tmp Dizability-WC RS | TOTAL OT HR3
DIVISION TOTAL HOUH .
T Employees wih ML/MO 1 and 2
DGS 35 Facilities _Employees with ML1- ML5 f4.0 325
_ _Employees with ML and MO 1-5 . =
M55 36 Facilties _Fmployees with NOT-NMOS 1.0 20
DGS 36 Facilties _Enployee with ML1 or 2 or MO 2.0 3.0
DGS 36 Facilties | | _Flzx Hours Used r2.0 3.
. _FMLA - Used
M55 36 Facilties Inactive Emolovees ﬂrz.u 3.
DGS 36 Faciliies 4] |+| foo 32

Generally, you will want to gather data by pay period. Even when an event spans two or more
pay periods, you will usually want to pull information by pay period, so that you can also
capture work that may have been charged to the Project code in preparation for the event or
continued activities that occurred following the conclusion of the event. Pay period selection
displayed below.

Timecard | Schedule | People | Reporits

':.IrE"l.}thR?IP;rESD EMG PAY & HRS Show _ PT 2001927 - Jan 22-26 2016 - | |~ Edit_|

Lazt Refrezhed: 215PM Time Period 12016 - 17232016, Rﬂl‘lgﬁ of Dates ~ R 5]
Previous Pay Period

Current Pay Period
MNext Pay Period

Actions * Amwunt * Accruals ¥ Schedule * Person *

DEPT ., |PERsON D EMPLOYEE EMERGENCY | previous Schedule Period NS | TOTAL O

DIvISION TOTAL HOUR cyrrent Schedule Period

35 35 Facilties Mext Schedule Period id.0

DGS 35 Facilities Today F1.0

DGS 38 Facilities Yesterday 2.0

. Week to Date s

0G5S 36 Facilities Last Week 2.0

DGS 36 Facilities 418/2016, Specific Date f2.0
AE2015, Spacific Dats

DGS 35 Facilities | 1/10/2016 - 1/23/2016, Range of Dates _ [0.0
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How to Select Timecards
for supporting FEMA Event Reimbursements

To select Timecards, use the left click and scroll over the rows with the names that you wish to
select, in most cases you will need to select all the timecards that have used the Project Code.

Note: The numbers of hours displayed in the columns of the genie are not the hours
charged to the event Project-Task. The HyperFind is only selecting the timecard for an
employee that used that event Project-Task in that pay period, or had a time card
correction in that pay period, that charged to that event Project-Task.

2

Step 1 - Highlight the employee’s names to select and click on the Timecard launch button.

T D HEIMIL TN A NEOR]

3 A

IF.

Timecar hedule | People | Reports

EVENTS - PAY & HRS

WORKED Show |_F'_ 2001927 - Jan 22-26 2016 v|ﬁ
Last Refreshed: 4:05PM Time Period |1.-'1 0/2015 - 1/23/2016, Range of Dates ~ | IS Refre=h_ |

Actions ¥ Amount ¥ Accruals ¥ Schedule ¥ Person «

DEPT EMERGENCY PAY TOTAL TOTAL CALI
ovizian 4 |PERSON ID EMPLOYEE z¥ TOTAL HOURS: REG OT CL TOTAL REG HRS | TOTAL OT HRS COMP LW HRS o7

4.0 1.0 6725 1.0

~an aron ~aon an AN

Step 2 - Within the Timecard, you should adjust column widths to make your printouts easier to
read.

Use the arrows to “open up” the Transfer field in the body of the timecard.

Week starting: Sun 1/17

Pay Code Transfer b Sun 117 |
Hours Worked

Hours Worked WPT 2001927-GENOO1 /500104
Emergency Pay NPT 2001927-GENOO1B00104
Martin Luther King, Jr's ..

Sick Leave

al

Step 3 - Click on the black arrows to “open up” the Account Transfer field in the Totals and
Summary section of the timecard. Make sure “All” is selected.

TOTALS & SCHEDULE@ AUDITS | SIGN-OFFS, REQUESTS & APPROVALS
T e

Pay Code Amount Wages
Total Hrs Tewards Schedule 80.0 3,369.60
CL2 - Comp Lv Earned-1 hr EQ 1.0 1.0
Stand By Pay 61.0
HOL - Holiday Leave 2.0 336.96
Renular A7 25 2 RAP AT
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How to Format Timecards
for supporting FEMA Event Reimbursements

Step 4 - Sort on Pay Code, then sort on Account to alphabetize all the pay codes, then sort on
Account to bring the Project Codes closer to the top. Open up the Pay Code, Amounts, and
Wages columns and move the schedule over to the right.

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFF%, REQUESTS: & APPROYV

4 Account Pay Code rnuunt Wages

(x}HHS 60-6243/HHS 60-2257-/PT 2001 927-GEND01/6001 DI—J’ZDZ?I— . Emergen cy Pay

(%}HHS 60-6243/HHS 60-2287-/FT 20015927-GENOO1/B001 020271 Regular 4.1 168.48
(x}HHS 60-6243/HHS 60-2297-/FT 2001927-GENOD1/6001 0/-/20271- Total Hrs Towards Schedule 4.0 168.48

| HHS 60_6243/MHS 60-2297 1112027/ Annual Leave 2.0 84.24
HHS 60-6243/HHS 60-2297-/-/-/-/2027i- CLZ - Comp Lv Earned-1 hr EQ 1.0 1.0
HHS 60-6243/HHS 60-2287-/-/--/2027i- HOL - Holiday Leave 8.0 336.96
HHS 60-6243/HHS 60-2297-/-/-/-/2027i- Regular 63.25 2,664.09
HHS 50-6243/HHS 60-2287-/-/-/-/2027i- Sick Leave 275 115.83
HHS 60-6243/HHS 60-2297-/-/-1-/2027I- Stand By Pay 61.0

Step S - Within the body of the timecard, make sure that you are highlighting the last total lines
on the timecard (to ensure that all pay code rows are visible) and rest your cursor box somewhere
out of the way.

[B==T™ | Actions > Punch > Amount ¥ Accruals ¥ Comment~ Reports ¥

Week starting: Sun 1/10
Pay Code Transfer Sun 110 Mon 111 Tue 1112 Wed 113 Thu 1114 Fri11s Sat 116 Total

Hours Worked 1.0 3.0 10.0 6.5 7.5 6.0 39.0
Annual Leave 20 2.0
Stand By Pay 23.0 16.0 11.0) 1.0 81.0

240 240 21.0 17.5 7.5 8.0 102.0

Week starting: Sun 1/17

Pay Code Transfer Sun 117 Tue 119 Ved 1/20 Thu 1121 Fritizz Sat 1723 Total
Hours Worked 10.0 40 7.25 40 25.25
Hours Worked 1T 2001927-GENOD1/S0010/1 40 40
Emergency Fay W 2001927-GENOD1/S0010/0 40 40
Martin Luther King, Jr's ... 8.0 8.0

Sick Leave 20 0.75 275
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How to Print Timecards
for supporting FEMA Event Reimbursements

Step 6- Select the Actions Tab drop down, then click on “Print.”

Note: Do not click on Print Screen as you will only capture the data visible on your screen.
pay periods, where multiple rows are used, you will need more room.

LT T TR S W T T IV ]

TIMECARD
Loaded: 6:02PM

FTUpIS | s

Sawve Actions
Refresh

Refresh Data

Punch * Amoun

Week start

Calculate Totals
Al E-mail =

st Print —=»

Print Screen —=»

Step 7- Review the Page Setup to confirm that your page Orientation is Landscape.

. HOME  INSERT DESIGN PAGE LAYOUT REFERENCES

[£: | Print |

|
“Page Setup >
_Print | cancel [ tielp |

=

T

|Letter (85" x11")

So [Auto Tray Select

.Orientaﬂon Margins (inches)

() Portrait Left 1

.-\\ (@) Landscape ./

Top: 1
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Note: OEMHS has indicated that timecards can be printed in black and white and also as 2

sided documents.

Provide timecards to designated OEMHS employees.

As always, please email the MCtime Mailbox if you have timekeeping questions —

MCtime @montgomerycountymd.gov.
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